m How to Electronically Submit Documents to

King County Ex Parte via the Clerk

Matters subject to the mandatory e-filing requirements per King County Superior Court LGR 30 are required to be e-
filed; however, use of the E-Filing Application’s Ex Parte via the Clerk component is optional. For those matters that
are required to be presented via the Clerk, you may utilize the electronic component or you may deliver your
documents to the Clerk’s Office in paper form for presentation to the Ex Parte Department. Please see the ‘Ex Parte
via the Clerk’ website for important process information: http://www.kingcounty.gov/courts/Clerk/Ex%20Parte

To access the ‘Ex Parte via the Clerk’ component of the E-Filing Application, you must first e-file at least one

document. If your Ex Parte submission does not include a motion or other document to be filed in the case, you may

e-file the ‘Notice of Presentation’ form as a pass-through document in order to access the Ex Parte via the Clerk

component of the application, which may be found at http://www.kingcounty.gov/courts/scforms

Please note: The only document presented through ‘Ex Parte via the Clerk’ that will become part of the court file is

the order signed by the commissioner. Any other documents intended to be part of the court file must be filed / e-

filed separately.
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Accessing E-Ex Parte via the Clerk

If E-Filing a Document into an
Existing Case, click ‘Submit to Ex
Parte’ from your Confirmation
Receipt. You may do this at the time
of filing, or you may access the Ex
Parte link from your “My
Cases/Status menu” for 30 days post
filing. (See new case process for
more information on your status
tab.)

If E-Filing @ New Case click the E-Ex
Parte via the Clerk “EXP” link from
your ‘My Cases>Status’ tab after

successfully e-filing your new case.
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Case Number: 09-2-41460-2 Case Title: Lakeside Bowling vs Oak Flooring Co

You may add Up to 5 propoased arders for your ExParte request

Upload your prapased Order

NOTE: Proposed arders can only be in Adobe PDF farmat

[ Browss.. | OK Gancel

Order Added Successfully

CharlesSmith Praposed Orderpdf | 0

Save and Exit
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King County Superior Court Clerk’s Office
3/15/2010 9:47 AM

How to Electronically Submit Documents to
Ex Parte via the Clerk

Submission Information
Enter the ‘Case Description’ (i.e.,
dissolution, unlawful detainer,
commercial)

Complete the contact information
fields for the person to be contacted
if there are any questions about the
submission

The presentation location is where
you would like your order presented
and picked up (NOTE: location is not
the same as the case designation)

If you indicate there is a proceeding
scheduled within the next two
weeks, the Clerk will provide a copy
of the signed order to the assigned
judge

Choose Regular (scheduled 4 times
daily) or Expedited (presented within
15 minutes of receipt) service

Choose your return delivery method

o If you select messenger
remember to upload a slip under
‘Adding Documents’ tab

o If you select mail your documents
will be mailed back to you free of
charge for postage

Click ‘Next’

Proposed Orders

Click ‘Browse’ to upload your
proposed order(s) (up to five) in PDF
format

NOTE: If this is a new case,
remember to add the case number
and designation to your proposed
order(s) before you upload them.
(You will find this information on
your case schedule which is given to
you through your E-Filing
‘Confirmation Receipt’.)

Click ‘Next’
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Dept of Judicial Administration - E-Filing
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Clerk submission (NOTE: You must
select at least one document)

Case Number: 09-2-41460-2 Case Title: Lakeside Bowling vs O,

Flease choose which documents below you wish to include from Dusly-filed court documents

Select documents fram amang U have previously E-Filed

Select &) I
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e The selected documents will move
Welcome Penny Miller lome -Filin, -Service ases ign Out
! fome T Phewe Toww S to the table at the bottom of the

Submission | Proposed Orders | E-Filed Documents | Adding Documents | Quantities | Summary | Checkout

TN .. Adobe ExParte- Choose E-Filed Document
BT page

Case Number: 09-2-41460-2 Case Title: Lakeside Bowling vs Oak Flooring Co

Pleass choose which documents below you wish to include from your previously-filed court documents ° Click ldelete' to remove a
’7Ss\ectun:umsmsfmmamnngthnssvnu have previously E-Filed ‘ document from the Submission

There are no additional E-Filed documents to add to your ExParte set for this case

e Click ‘Next’ to continue
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ExParte - Include Additional Documents

Case Number: 09-2-41460-2 Case Title: Lakeside Bowling ws Oak Flooring Co

You can add additional document(s) and attachment(s) to your ExParte request which are not part of the official

NOTE: The maximum size of a file you upload here is 5SMB (megabytes) //

— Upload {add) 2 new document as part of your ExParte copies

Add document to your ExParte Set
Browse onyour local computer and choose a document you wish to include in your ExParte Copies

[ Browse

add Document cancel |

[ Mew uploaded list A/

CharlesSmith Declaration.pf O[vE]
CharlesSmith Messenger Slip.pdf 0[ME]

Save and Exit

&1 Done S @ ntemet

King County Superior Court Clerk’s Office
3/15/2010 9:47 AM

Caurt record L

. How to Electronically Submit Documents to
Ex Parte via the Clerk

Adding Documents

Click ‘Browse’ to add an additional
document(s) for the commissioner to
consider (i.e., documents already
filed, case law, writs or a messenger
slip if appropriate). Note: these
documents will not be filed, but they
will be included in your Ex Parte
submission.

Click ‘Add Document’ to upload your
chosen documents.

Additional Documents

The document will appear in the
lower table
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Ex Parte via the Clerk
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FileName Pages Services Requested

Reqular Copies 2 Cwified CDE\ES
Exemplified Copies Letter

Charlessmith Proposed Order.adf 2
Faorm K Wit
Subpoena Copies Citation Copies
Regular Copies Certified Copies
Exemplified Copies Letter

Motice_of_Presentation_to_Ex_Parte(1] pdf 1
Form K Wit
Subpoena Copies Citation Copies
Regular Copies Certified Copies
Exemplified Copies Letter

CharlesSmith Declaration.pdf 1
Form K Wit

€] Done. B & Ineerner
2] Exparte - Document Printing Summary - Microsoft Internet Explorer BEX|
Fie Edt View Favorites Toos Help o
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Case Title: Lakeside Bowing us Oak Flooring Co
Case Humber: 08-2-41460-2

Case Caption: Lakeside Bowling vs Oak Floaring Co
Case Description: cormmercial

Lawfirm or User Name: Miller Law

Contact Person: Penny hliller

Address: 516 Third Ave

UNOFFICIAL - NOT YET COMPLETE

formation

City: Seatlle State: WA Zip: 3104 ExParte Presentation/Pick-up Location: KNT

CharlesSmith Proposed Orderulf Pages: 2
Printing choices for this document:
= Cerfied copies: 2

Notice_of_Presentation_to_Ex_Parte[11.pdf Pages: 1
CharlesSmith Declaration.pdf Pages: 1

CharlesSmith Messenger Slip.pdf Fages: 1

Regular Extra Fees: $30.00

Cost for services requested: $12.00 Total cost: $42.00 (in addition there is a §2.48 ecommerce transaction fee
assessed for credit cards or $0.05 for intsrnat checks) v

5 ® Internet

€] Done

King County Superior Court Clerk’s Office
3/15/2010 9:47 AM

Additional Services

Remember that you will
automatically receive one conformed
copy of your order(s)

You may request regular copies or
certified copies of your order(s) and
other clerk services such as writs,
letters, citations and subpoenas

Indicate the quantity (humber) in the
checkbox next to each additional
clerk service you would like to order.
Note: If you are requesting writs,
subpoenas, or letters, you may
simply indicate the quantity in the
appropriate checkbox.

Ex Parte Submission Summary

Review the Summary of your Ex Parte
submission, including additional
services and total cost to be paid,
prior to continuing

Click ‘Previous’ to go back and make
corrections if necessary
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Welcome Penny Miller Home  E-Filing E-Service My Cases  Sigh Qut

Submission | Proposed Orders | E-Filed Documents | Adding Documents | Quantities | Summary | Checkout L
Case Humber
09-2-41480-2 ExParte - Checkout

Case Tt

Lakeside Bowling vs Dak Floaring Co
Dacument Deseription

HOTICE RE PRESENTATION EX
PARTE VIA CLERK

You have not yet submitted your ExParte
Request!

File Name Too complste this process you must purchasa this
Notice_of_Presentation_to Ex_Part| service by clicking on the "Purchase this ExParte
[(1]-pdt Request" button below

AdolE]
Me H&ad:[’l

Save and Exit

Home | Privacy | Accessibility | Terms of use | Search

Purchase this ExParte Request Now

Checkout

Address | @] v B

K County Ecommerce
King County 9 ty
Aways ot your service

Payment Method

Payment Method > R

Lant Total: $42.00
Payment Method Credit Card = tom Count: 1

Credit Card
Internet Check

King Courty | News | Services | Comments | Search

Links-to external stes do nct constitute endorsemerts by King County. By visting this and other
King Courtty web pages, you expressty agree to be bound by terms and condtions of the site
Terms of Use | Privacy Policy

2010 King Courty
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~
€] Done. 5 4 mterner
%1 King County Ecommerce - Microsoft Internet Explorer BEX)
File Edit Wiew Favortes Tools Help w
Oﬁa:k - ﬂ g , - search 7 Favorites £2) &g - ,J;F' 3

Links >

Click ‘Purchase this Ex Parte Request
Now’ to be redirected to a King
County E-Commerce site to pay and
finalize your Ex Parte submission

King County E-Commerce

King County Superior Court Clerk’s Office
3/15/2010 9:47 AM

Payment can be made by Internet
Check (entering bank routing and
account number) or Credit Card
(AMEX, VISA, MasterCard and
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King County Ecommerce

Confirm Payment Information
Always at your service

s aE 3

Total: §44.49

Item Count: 1

Convenience Fee: $2.49

Payment Mathod  Payment Detalls Canfirmatian | cart | Help/Fag
Cant

Payment Amount $44 49

Name Penny Miller

Daytime Phone 2222222272

Email Penny Miller@millerlaw. com

Address 516 Third

Address 2

Ccity Seattls

State WA

Zip Code 58104

Card Card Number AT

Verification Code 123

Expiration Month o1

Expiration Year 2016

Important! %l is not blocked by
ros:

s
o) 1o your address book or

&)
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Dept of Judicial Administration - E-Filing
Superior Court Clerk’s Office

ing County
Awaps at your service

BE|
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Links >

Welcome Penny Miller Home E-Filing E-Service

My Cases _Sign Out

Submission | Proposed Orders | Adding Documents | Ordering | Quantities | Summary

Checkout | Confimation |

Y G Adobe’ Summary of ExParte Documents and printing options
sobe ~ Reades

OFFICIAL - PAYMENT COMPLETE
Case Title: Lakeside Bowling vs Oak Flooring Co
Case Number: 09-2-41460-2
Case Captior eside Bowling ve Oak Flooring Co
Case Description; commercial
Lawifirm or User Name: Miller Law
Contact Person; Penny Miller
Address: 516 Third Ave
City: Seatlle State: WA Zip: 98104 ExParte Presentation/Pick-up Location; KNT

PRINTI

ices and Document(s) requested

CharlesSmith Proposed Order.pdr Fages:
Printing choices for this document.

= Regular Copies:

= Exemplified Copies:

= Certified Copies.

= Certified copies: 2

= Letters:

= FormK Copies:

£] Done.

R 8 © nterner
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= O COTeS,
= it

= Subpoenas:
= Citations:

CharlesSmith Declaration.pif Pages: 1
= Regular Copies:

= Exemplified Copies

= Cerlified Copies:

 Leters:

= FormK Gopies.

= it

= Subpoenas:

= Citafions:

CharlesSmith Messenger Slip.pdf Pagss: 1
= Regular Copies:

= Exemplified Copies:

= Gertified Gopies:

- Letters:

= FormK Gopies:

- Wit

= Subpoenas

= Citafions:

Regular Extra Fees: $30.00

assessed for credit cards or $0.95 for internat checks)

Costfor services requested: §12.00 Total cost: $42.00 (in addition there is 3 $2.49 ecammerce transaction fee

Elore

Return to E-Filing Queue

@B @ e

King County Superior Court Clerk’s Office
3/15/2010 9:47 AM
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King County E-Commerce

e After entering your payment
information click ‘Submit’ to pay and
be redirected back to the e-filing
application

e A payment confirmation will be sent
to the e-mail address you entered
along with your payment information

Ex Parte via the Clerk Confirmation

e You may either print or save a copy
of the ‘Confirmation’ page for your
records
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